Quick Reference Guide

Arizona's Procurement Solution

[y
o Creating a Bid from a

List of Contract Vendors

ProcureAZ version 10.0 includes added functionality to use the Master Blanket PO as a list of approved vendor
distributors who may then be solicited for their price for contract goods or services. Creation of a Bid-enabled
Master Blanket requires the Basic Purchaser role. Once the Master Blanket has been Bid-enabled, the
Department Access user may create release requisitions against the blanket and select vendor distributors to be
invited to bid. Once approved, the requisition auto-generates a Bid Document that must be managed by a Basic
Purchaser user from that point forward through the solicitation and award process, to the creation, approval, and
the final sending of the Purchase order.

This functionality is appropriate to use with Master Blanket Purchase Orders that have two or more vendor
distributors, to obtain the best pricing from the distributors.

Configure an existing Master Blanket for Solicitations

Be sure you are in the Basic Purchasing role.

Locate the desired Master Blanket. Create a change order, and at the General Tab mark the check box next to
Solicitation Enabled. Save & Continue. This is what drives the ability to create solicitations from the blanket.

Change Order (In Progress) - Master Blanket Purchase Order PO-11-AGENCY-01064 Status: 3PS - Sent B

m Hems Subcontractors Control  Aftachments(3) Summary Back to PO

PO Mumber: PO-11-AGENCY-01064 Release: [}
Short Description*: Sta W [SEners & Status: 3PS - Sent
Purchaser. [DiMuro, Gerard v Reoeipt Method:
Fizcal Year: PO Type: Blanket
Department™ | PURCH - Purchasing Department V| Organization: Managed Shared Organization
ion™ | PRCH - Purchasing V|

Solicitation Enabled: O

e Code: b Prirt Format: *
Catalog:
Ertered Date: 101352011 04:03:15 PM Releaze Type
Print Dest Detail Alternate ID: [132514 |
Control Code: I:I Days ARG D
Retainage %: Discourt %:
Contact Instructions: | |
Tax Rate: | ~| Actual Cost $303,924.00
Work Orcler Mumber | |
Date Last Updated: 05M 472012 11:09:42 b Uszer last Updated: Support User

[ Save s Contiue

Copyright @ 2012 Perizcope Holdings, Inc. - All Rights Reserved.

The Master Blanket will now be Solicitation Enabled. All release requisitions against this blanket will now
require a closed solicitation process among vendors selected from the distributors list, selected by the
department access user before processing the requisition.

If at some later date the agency desires NOT to have the master blanket be solicitation enabled, another
change order must be processed to uncheck the Solicitation Enabled checkbox, and release requisitions will
return to the customary release against a blanket with open selection of vendor distributors.
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To begin a solicitation from the Master Blanket:
As a Department Access user, begin a new requisition: (Documents : Requisitions: New)

The General tab

Complete all the required fields and specify that the Requisition type is Release. Acknowledge the requisition
type will be changed.

e AR e e, L

[ = ]]

] Req Type will be changed. Continue?
ed Buy

o L Ok, J[ Cancel ] 555

Tax Rate:

Once the tab updates, a new field will appear called Solicitation Enabled. Click to enable the solicitation.

Release Requisition RQ12NYSARC04872 Status: 1RI - In Progress &5

m tems Vendors Distribitors Address Accounting Routing Attach it Hotes Reminders Summary

Requisition Mumber: RO1ZHYSARCO48T2 Short Description™®

Status: 1Rl - In Progress Fizcal %ear:

Department™ | 100 - Community Living Senices ¥ i garization: AHRC Hazzal

Location™ I Solictation Enabled: I

Fequired By Date: Entered Date: 0sMS5/2012

Requisition Type : Type Code: | w |
Purchaszer: To Be Assigned Buyer

Contact [Administrator System | Contact Phone: lsss  ||sss | |sEs5 |- |

Aternate 1D | | Tax Rate: | b |

Estimated Cost: §7,985.00

Prirt Format: ™ |Defau|t Req Print Forrmat v|

Wiork Orcler Mumber © | |

Date Last Updated: 05M 502012 08:37:56 AM Uszer Last Updated: Administrator System

Copyright © 2012 Perizcope Holdings, Inc. - &1l Rightz Reserved.

(If you do not click this, the requisition will behave as a standard release to the primary vendor on the contract)
Save and Continue.
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The Iltems Tab

Choose Search Items -
Requisitinn RQ12NYSARCO04872 Status: 1Rl - In Progrese £
General I CN Distributors  Address  Accounting  Routing Hotes i s v
(LN Address  Accounting Hotes

There are no items. Please click 'Search fems' or 'Add Open Market Rem' or 'Add RPA tem' below to add an tem.

o e l ——h _
opynght @ 2012 Perizcope Holdings, Inc. - Al Rights Reserved
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Search for the PO number or primary vendor of the Master Blanket and click Find It

Advanced Search =

Search Using: | ALL of the criteria » |

ContractPO = | Description | |

tem Description | Vendor Hame | |

Catalog

Search Fields: ltem Type

HIGP Class

HIGP Class tem

e
<| |1 *

Cooperative Purchasing |:|

Result Type: [ show Orderable only

( Finc! I |[ Clear |

Add the desired items,

then click Add to Req

1 Search By:
& EXlt By: ==first =prev 1 next= last==
Any Price ; - ] ’ ’
Select Guarnitity Minirnurn Hern Unit uoM Wendor Class Discourt Master Direct
+ Upto $2,500 (2) Order Description Cost Namne Class ttemn ] Elankst # | Releaze
Guaritity Mlowed
+ $2.500 - $5,000
a 285 -
ELECTRICAL
Any Vendor EGQUIPMENT
AR
* % SUPPLES
- Blackhawk | (EXCEPT PO-12-
& ) D:ﬁsrsaﬁ'f 000 per $1000.00 E:C'h Electric  |CABLEAND | 0.00% | AGENCY- | Mo
g Supply WIRE] 030273
39-
Generators,
Stationary
Type (Mot
Atomotive)
283 -
ELECTRICAL
EQLIPMENT
Millbank Brigus & Stratton QSEPLIES
> 202 2555 KTt Blackhawk | (EXCEPT PO-12-
O |z ) Generatar 1201140 8iNE | oq0q og (B4 | Flodiic | coBLEAMD |000% | AGENCY- | Mo
phase, Mg2003992 200 Each
amp =ervice ertrance Supply \;\gﬁjE) 03027 /1
L Generators,
Stationaty
Type (Mot
Atomotive)
S — Payment Terms: 25%
Deposit (575,981 and Blackhawk PO-12-
O (e o check due on delivery | $0.00 Electric | 000% | AGENCY- | Mo
for actual amaunt Supply 030272
delivered.
==first =prev 41 next= last==

Addd to Req & Exit Cancel & Exit
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The Vendors Tab
No action is necessary at this tab

The Distributors Tab

Select which Vendors are to be invited to participate in this solicitation. By default all distributors are selected.
You may deselect all by checking and unchecking the select box, or deselect individual vendors by unchecking
the box next to their name.

Release Requisition RQ12NYSARCO04872 Status: 1Rl - In Progress

General hems Vendors Dlstrlhutnrs Address Accounting PRowuting Attachments Hotes Reminders Summary

Vendor Distributor List

‘andor 10 Hternative 10 ‘Werndor Name Preferred Delivery Method I:el
00000008 Rudax Engine & Equipment Ca. Email
00000054 Performance Electrical Services Email
000004499 Blackhawk Electric Supply Email
00000524 RP SCHMIDT & SOM LLC Email

Save & Cortiue

Copyright @ 2012 Perizcope Holdings, Inc. - Al Rights Reserved.

The remaining tabs are completed in the same manner as for any other type of requisition.
Go to the Summary tab and submit the Requisition for approval.

Once the Requisition is approved, it becomes an Open Market Bid in the In Progress status. This is a closed
bid, limited to the distributors selected on the Requisition.

From this point forward, all actions must be taken by a user with the Basic Purchaser role.

Conducting the Solicitation

A user with the role of Basic Purchaser must open the bid document and input the bid opening date and bid
available date. All the other fields normally editable by a Basic Purchasing user may be edited at this point as
well, with the exception that the only vendors that may be added to the Bidders list are the distributors on the
Master Blanket.

The Basic Purchasing user completes the required fields and submits the Bid for approval, then sends the bid,
and conducts the solicitation, revision, bid tabulation and evaluation process like any other solicitation.

SO
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Following approval of the bid award, the awarded bid may be converted to a Release PO or POs to the selected
vendor(s) with the amount of the PO recorded on the Master Blanket.

Open Market Bid 00001446 - Purchase Order(s) Created Status: 2BP0 - Bidto PO

The following Purchase Order(s) were created:

FO# endor 10 ‘endor Narme Total Date Created Status

P0O-12-AGENCY-03027: 2 00000524 RP SCHMIDT & SONMLLC F4,500.00 03M 502012 3Pl - In Progress

Copyright © 2012 Perizcope Holdings, Inc. - All Rights Reserved.

Sending the PO and Notifying the Vendor

The resulting Release PO is at the status of In-Progress. A Basic Purchasing user must edit the PO as
necessary before submitting for approval, sending the purchase order, and notifying the vendor.

Updates to the Master Blanket

Once the Release PO goes to ‘3PS-Sent’ status, the control tab of the Master Blanket will be updated to reflect
the amount of the PO.

Master Blanket Purchase Order PO-12-AGENCY-03027 Status: 3PS - Sent |

General Mems Vendor Routing m Attachments{3}) Hotes Change Orders Reminders Summary

Master Blanket/Contract Begin Date: 05001201 2 Master Blanket/Contract End Date: 050102013

Cooperative Purchazing Allowed

Organization Departrment Dollar Limit Dollars Spent to Date imirum Order frnournt

ALL ORG - Organization Umbrella Master Control AGY - Agency Umbrella Master Contral $0.00 F4,500.00 F0.00

ﬂ Dollar Limit =&t to 0 indicates no limit.

Copyright @ 2012 Perizcope Holdings, Inc. - &I Rights Reserved.
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